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Purchasing Reporting
PO Item/Category Code reportPO Item/Category Code report
Item/Category Codes report

Run By: Business Unit Category Payment Dates or Vendor ID•Run By: Business Unit, Category, Payment Dates or Vendor ID
• Payment Dates are Required (Fiscal Year)
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Purchasing Reporting
PO Item/Category Code reportPO Item/Category Code report
• Payment Date not PO Date  
• Purchase Order information including actual spend
• Use filters to limit/sort data
• Voucher Extended Price is summed if more than one (1) payment against PO
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Purchasing Reporting
Voucher to P-Card Cross Reference reportVoucher to P-Card Cross Reference report

• Functional Design

• On-Line Query

• Starts from Voucher side• Starts from Voucher side

• Prompts Requested
•Business Unit – Required
•Voucher ID & Line Number
•Employee IDp y
•Transaction Date (Date Range)
•Control Account Number
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Purchasing Reporting (Cont.)
Voucher to P-Card Cross Reference report
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Accounts Payable:
Payment Register ReportPayment Register Report
Accounts Payable > Reports > Payments > Payment 
Register Reportg p
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Accounts Payable:
Payment Register ReportPayment Register Report
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Accounts Payable:
Voucher RegisterVoucher Register
Accounts Payable > Reports > Vouchers > Kansas Voucher 
Register
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Accounts Payable:
Voucher RegisterVoucher Register
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Travel and Expense:
Expense Detail Transaction by DeptExpense Detail Transaction by Dept
Travel and Expenses > Manage Accounting > Print Reports > KS-Expense 
Transaction by Dept
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Accounts Receivable:
Direct Journal by GL BU Query

Reporting Tools>Query>Query Manager>KS_AR_DIRECT_JOURNAL_GL_BU

All A i t i D it /P t d b th b h lf f thAllows Agencies to view Deposits/Payments made by them or on behalf of them
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Accounts Receivable:
Direct Journal by GL BU QueryDirect Journal by GL BU Query

Enter the GL Unit (controlled by Security)
Enter the Begin and End Date

Results are Displayed
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Accounts Receivable:
Interfund Search – Helpful Hints

1. Searching for Outstanding Interfund Vouchers (Interfunds in 
which your Agency must pay)

Customer ID: Your Agency
Deposit Approval Status:Deposit Approval Status: 
Approved
AP Approval Status: Unapproved
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Accounts Receivable:
Interfund Search – Helpful Hints

2. Searching for Outstanding Interfund Receipts (Interfunds in 
which your Agency must receipt)

Vendor ID: Your Agency
Deposit Approval Status:Deposit Approval Status: 
Unapproved
AP Approval Status: Approved
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Project Costing: 
ReportsReports

• Catalog of Reports that lists Project Costing reports and 
information they provide available on SMART website

• New ReportsNew Reports
• Project Reconciliation Report

•Provides Expenditures and Revenues by Project ID from 
the General Ledgerthe General Ledger
•Beginning Balance column pulls data from the 
Proj_Resource table in Project Costing module using the 
analysis type BFW.  Values are entered by the agency for 
cash balance forward for agencies that may have a need to 
track their Cash balances by Project.
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track their Cash balances by Project.



Project Costing: 
Reports

P j t C ti R t P j t R ili ti

Reports

Project  Costing > Reports > Project Reconciliation
• For YTD use the current Accounting Period
•Can be opened as a PDF file or downloaded as a data filep
•Report is accrual based
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Project Costing/Contracts/Grants:
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Project Costing: 
ReportsReports

•New Reports (cont) 
• Project Resource Extract Report

•This report is a data extract of all transactions in the 
Proj Resource tableProj_Resource table
•Includes project costing transactions brought into the table 
from Accounts Payable, Expenses, General Ledger and Time 
and Labor modulesand Labor modules
•Also includes transactions that are direct entered into the 
table 
•Does not include transactions from direct journal cash 
deposits 
•Download as a .dat Data file to be opened in Excel and
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Download as a .dat Data file to be opened in Excel and 
manipulated as desired



Project Costing/Contracts/Grants:

P j t C ti R t P j t R E t t R tProject  Costing > Reports > Project Resource Extract Report
• Enter Business Unit and Transaction from and to dates
• Report can be very large when a wide date range is usedp y g g
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Project Costing/Contracts/Grants:

P j t C ti R t P j t R E t t R tProject  Costing > Reports > Project Resource Extract Report
• Enter Business Unit and Transaction from and to dates
•Report can be very large with a wide date rangep y g g
•Produces a .dat file that can be downloaded to your PC then 
converted to Excel

This is only a small part of the report - it includes all fields 
in the Proj_resource table.  Table is joined with the Vendor 
table and the Personal Data table so that in includes 
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vendor name and Employee name, when applicable



Asset Management:
Search for an AssetSearch for an Asset
Asset Management > Search for an Asset 
• Able to search on a variety of criteria
• Can include Cost, Location, and Custodian information in search  

results
• Downloadable to Excel
• Note—If Book field is left blank CAFR defaults so only capital assets will returnNote If Book field is left blank, CAFR defaults so only capital assets will return
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Asset Management:
Search for an AssetSearch for an Asset
• Able to navigate to numerous other AM pages using Drill-Down
function
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Asset Management:
Review CostReview Cost
Asset Management > Asset Transactions > History > Review Cost
• View transaction-level detail for each asset
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Asset Management:
Review CostReview Cost
• Can view when transaction was performed, who initiated the

transaction, and what Asset Category is usedtransaction, and what Asset Category is used
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Asset Management:
Other ReportsOther Reports

• Job Aid that lists all AM reports and information they provide 
available on SMART website

• Helpful ReportsHelpful Reports
• Asset Inventory List

• Displays list of all assets within an agency
Includes description serial id tag number location code• Includes description, serial id, tag number, location code,
custodian, and cost

• Cost Activity
• Displays beginning cost, additions, deletions, and ending
cost per asset
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General Ledger:
GL Reports Queries and Inquiries

• Use the General Ledger Reports, Queries, and Inquiries 
for financial reporting

GL Reports, Queries and Inquiries

for financial reporting
– GL does not capture the budget period on a journal but 

does include the accounting period and fiscal year  
journals are posted to the GLjournals are posted to the GL.

– Journal date dictates which accounting period a 
transaction is posted.
A journal can include transactions with prior month– A journal can include transactions with prior month 
transaction dates.  This can occur when vouchers, 
expenses, or deposits are not approved in the month 
they were createdthey were created.

• Frequently used GL reports include the Expenditures 
Report, Cash Balance Report, and the Trial Balance by 
Fund Report.
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Fund Report.



General Ledger:
KK Reports Queries and Inquiries

• Use Commitment Control (KK) Reports, Queries, and 
I i i f t ti

KK Reports, Queries and Inquiries

Inquiries for management reporting.
– Budget Period should be included on budget reports.  
– Budget transaction date is the date a transaction is g

successfully budget checked.
– Only pick the ChartFields included in the report Ledger 

Group otherwise no results will be returned.  For 
f CC O ( )example, for a CC_APPROP (appropriation budget) 

report choose Department ID, Fund, Budget Unit, and 
Account .  If you also pick Program, no data will be 
returnedreturned.  

• Frequently used KK Reports include the Cash Control 
Budget Status Report and the Budget Status Report. 
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General Ledger:
Budget Status ReportBudget Status Report

•The Budget Status Report is a Commitment Control (KK) 
ledger reportledger report.
•Budget type determines the information on the report:

• Expenditure Budget Status Reports include: Budget, Pre-
b E b E d R i i B lencumbrances, Encumbrances, Expenses, and Remaining Balances. 

• Revenue Budget Status Reports include: Budget, Recognized 
Revenue, Collected Revenue, and Remaining Balances.

Cash B dget Stat s Report incl des B dget (beginning balance)• Cash Budget Status Report includes: Budget (beginning balance), 
Associated Revenue (collected), Expenses  and Remaining Balances.

S th GL B d t St t R t J b Aid f d t il d• See the GL Budget Status Report Job Aid for detailed 
instructions on how to run the Budget Status Report.

http://da.ks.gov/smart/Training/CourseMaterials/WBT/resources.html
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General Ledger:
Budget Status ReportBudget Status Report

• Commitment Control> Budget Reports> Budget Status
• Enter Run Control and Report Request ParametersEnter Run Control and Report Request Parameters

This example is 
for an 

Expenditure 
Budget – DoB 

O tiOperating 
Budget 

(CC_OPR_DOB)
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General Ledger:
Budget Status ReportBudget Status Report

View Report
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General Ledger:
Budget Status

• KK Inquiries can also provide Budget Status:
Budget Details Commitment Control> Review Budget Activities> Budget

Budget Status

– Budget Details – Commitment Control> Review Budget Activities> Budget 
Details
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General Ledger:
Budget Status

• KK Inquiries can also provide Budget Status:
Budget Details Commitment Control> Review Budget Activities> Budget

Budget Status

– Budget Details – Commitment Control> Review Budget Activities> Budget 
Details

O li i i lt b d ill d i t t th t ti
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Online inquiry results can be drilled into to see the transaction 
detail.



General Ledger:
Budget Status

• KK Inquiries can also provide Budget Status:
B d t O i C it t C t l> R i B d t A ti iti >

Budget Status

– Budgets Overview – Commitment Control> Review Budget Activities> 
Budget Overview

33



General Ledger:
Budget Status

– Budgets Overview – Commitment Control> Review Budget Activities> 
Budget Overview

Budget Status

Budget Overview
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General Ledger
GL and KK Fund BalancesGL and KK Fund Balances

There are four different  reports that can provide fund balances.

1. The Cash Balance Report (KGL00001) provides the General Ledger (GL) cash 
balances and  includes journals successfully posted to the GL.

2. The Cash Control Budget Status Report (KGL00002) provides the Commitment 
Control (KK) Ledger cash balances This report includes journals successfully budgetControl (KK) Ledger cash balances. This report includes journals successfully budget 
checked.

3. The GLS 8020 report will also provide the Cash Budget Fund balances. Enter 
CC_CASH as the ledger group in the report parameters.

4 The GLS 8020 report will provide the Appropriation and Limited Fund balances4. The GLS 8020 report will provide the Appropriation and Limited Fund balances.  
Enter CC_APPROP as the ledger group in the report parameters.

• The KGL00001 has been enhanced so a specific month (accounting 
i d) d fi l b hperiod) and fiscal year can be chosen.

• The balances on the GL and KK cash balance reports will not match. 
These reports are calculated from different ledgers and transactions are
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These reports are calculated from different ledgers and transactions are 
posted to the ledgers at different times. 



General Ledger
GL Cash Balance ReportGL Cash Balance Report
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General Ledger
GL Cash Balance Report (KGL00001)GL Cash Balance Report (KGL00001)
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General Ledger
KK Cash Control Status (KGL000002)KK Cash Control Status (KGL000002)
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General Ledger
KK Cash Control Status (KGL000002)KK Cash Control Status (KGL000002)

39



General Ledger
KK Budget Status (GLS 8020)KK Budget Status (GLS 8020)

CC_CASH Report parameters.
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General Ledger
KK Budget Status (GLS 8020)KK Budget Status (GLS 8020)

CC_APPROP Report parameters.
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General Ledger
GL Trial Balance ReportGL Trial Balance Report

•The Trial Balance by Fund Report (KGL00005) provides balances for all 
general ledger accounts by fundgeneral ledger accounts by fund.

•This report can be run for a specific accounting periods or range of 
accounting periods.g p

General Ledger> General Reports> Trial Balance by Fund 
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General Ledger
GL Trial Balance ReportGL Trial Balance Report

General Ledger> General Reports> Trial Balance by Fund 
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General Ledger
GL Expenditure ReportGL  Expenditure Report

•The Expenditures by Fund, Budget Unit, Program, and Account Report  
(KGL00012) summarizes the expenses and expense transfers from the ( ) p p
general ledger for a specific  month and fiscal year.  

•This report is being enhanced so the user can choose a specific month 
(accounting period) and fiscal year.(accounting period) and fiscal year. 

General Ledger> General Reports> Expenditure Report

44



General Ledger
GL  Expenditure Report

General Ledger> General Reports> Expenditure Report

p p

g p p p
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General Ledger
GL InquiriesGL Inquiries

• General Ledger> Review Financial Information> Journals

•Use to find Journals and drill into the detail of a Journal. 
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General Ledger
GL InquiriesGL Inquiries

• Use to see Ledger summary information by accounting period. The 
ledger line can be drilled into for more detailg

General Ledger> Review Financial information> Ledger
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General Ledger
Other Reporting ResourcesOther Reporting Resources

Reporting Tools> Query> Query Viewer

•There are Queries available to find and download General Ledger (GL) 
and Commitment Control (KK) Ledger data.

•Search by Query Name begins with KS_GL or KS_KK and click on the 
Search button.

• The query data can be downloaded into Excel.

48


